
APPLICATION FOR RECORDS RETENTION SCHEDULE 

I_ FOR -~ AGENCY USE 

- 4/3/73 - 

1. Agency Address 
,pplication Date Georgia S tuden t  Finance Comni ss i on. 

2082 East Exchange Place, Sui$e 200 
Georgia Higher Education Assistance Corp. 

Tucker, GA 30084 
.pplication Number 

~~~~ ~ ~ 

73-316 
I____ ~ 

FOR RECORDS MANAGEMENT USE .~ .. 
Application Number 

- 73 - 3 I6 - A- 
Date Received :ate Completed 

2Ul. 2 2 1986 I%EP 1 0 1986 

c.-.B Amend Apdication No, 73 - 31 6 Check One: TB Change; 0 Supercede;_ 0- !hold - ~ . - 
KDates of Series r6. Records Series Title (followed by title used in office; if different) 

I !arliest Latest 

FY 70 IContinuous Bank DeDosit SliD Fi le  
1 I 

i. Division and w i c e  Function ,. What is the function of the Division and the Office in which this record series is created? 
The function of the Higher Education Assistance Corporation i s  to:  

41) Guarantee student educational loans made bv eliqible l e n d i n q  i n s t i t u t i o n s  located 
throughout the s t a t e  of Georgia. T h i s  incjudes-the receiving, evaluating and proc&si 
of a l l  student appl icat ions fo r  loan guarantee. 
cessed f o r  guarantee by the Corporation. 
Represent o r  a c t  as agent fo r  el igible lending  i n s t i t u t i o n s  i n  Georgia f o r  the purpose 
of f u l f i l l i n g  requirements of Federal laws, ru les ,  regulations o r  formulas pertaining 
to  use of federal funds  on guaranteed student loans. This included b i l l i n g  the Federa 
Government fo r  i n t e r e s t  due on each student loan and the subsequent disbursement t o  t h  
proper lending i n s t i t u t i o n ;  f i l i n g  of a l l  necessary documents, reports and informatior 
w i t h  the U . S .  Office of Education; and maintenance of a l l  accounting and other  records 
fo r  aud i t  purposes and/or future  reference. 

Approved appl icat ions are then pro- 

( 2 )  

- - - 
r. Record Series Description This file contains the following documents (include form numbersand titles, if any): 

Attach samples of the file. 
* Documents relating to: depositing funds rece ived  ( s tuden t  loan ipterest Payments from the 

~ Federa l  Government, loan repayments f rom s t u d e n t s ,  interest i n c q e ,  ipsuyance premium 
Payments from lending i n s t i t u t i o n s ,  etc.1 i n t o  tIie Corporat ion 's  Federa l  Interest and 
Student Loan Reserve accounts.  

Included are: 
documents. 

Bank Deposit  S l i p s ,  E d i t  and Balance Reports,  and o t h e r  depos i t  suppor t ing  

File is arranged: Fi le  i s  arranged i n  Deposit Date Order 
.~ _ _ _ ~  ~~ 

3. Monthly Reference Rate 

One to six months old ' 

How often are records referred to which are: 
1 ; Seven to  twelve months old 2 ; Thirteen to twenty-four months old 2; 

- henty-five ~~ __ months ~~ and ~~~~~~~~~~ older A? ~ - ~ . . .  ~~~ ~ _ _ ~ ~ ~  ~ 

3. Annual Bate of Accumulation of Recards 
Letter-size drawers -L; Legal-size drawers ;Shelves ; Other (speciryl 

R-50-71; Rev. 76 (Over) 



- - ~ 

series contain confidential information requiring security handling? If yes, cite law or regulation. I 1. I 

- . ~~~ ~. ~~ ~ ___._ . . ~  

~ ~ ~ _ _  .~~~ ~ ~ __-___ ~- __ . - ..______ ~- c. Is  this a vital record? 

e. When one or two documents in the f i le make it necessary to  keep the entire file for a long period, could these 
. 

_____ ~ 

contained in this series ever Dublished? I f ~ t a ~ ~ y . ~ ~ .  
contained in this series ever analyzed andlor recorded in a summarized report? 

Ifyes.&ttach_pppy,- ~ ~~ ~ ~ ~~~ . - .  - - - ... ~__ - 

- 
~~ - - __ ~_I___ 

t i n a € Q m t e m r i o t Q ! l t ?  ~- 
The following requires the series to be kept: qetention Requirements 

a. State Law .- years.~ ~ d .  Audit period years. 
b. Statute of limitation ~ . - y e a r s .  . .  e. Administrative need ____I -years. 
c. Federal law - ~~ 5 ~~~ .-years. f. Federal retention instructions - ~ - ~~~-years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Federal A u d i t  Purposes - SEE ATTACHED excerpt from Federal Register,/Section 682.408. 
These are supporting documents t o  student lo& account ' f i l e s  which must be retai~ned 
for f ive  years after loan is  repaid or' is determined t o  be uncol lect ible .  

Part 34,  Chapter V I ,  

._ ~ 

, .  -~ ~ ~ 

2. Approved Disposition Instructions This agency recommends that the f i le series be cut off a t  the end of each: 
0 Calendar Year; 13 Fiscal Year; 0 Other I 

Hold in the current files area 
Transfer to local holding area; hold -~ . -year(s); then 
Transfer to State Records Center; hold 2 --year(s); then 

6 month(s) - . yeads); then 

IX Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

- ---then, 

r 

These instructions apply to all prior and future accumulations of the series. 

3ecommendations in para- 
lraph 12 are approved. 
'If disapproved, anach lener 
if explanation.) Secretary of State/Derignee 

R-50-71: Raw. 7 6  
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i c r n r v .  ~ 1 . 1 . t ~ ~ .  s u ~ d ~ r s . t o n  

Atlanta, Georgia 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  NO F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E D  

thru FY 71 -. BANKEOSJT s_LLP FI LE -~ - 
O '  What is the function of the office in which this record series is created? 

The Scholarship- Corimission Divlsion is responsible for administering programs 
relating to the recruitment of students Into fields of study where a critical 
shortage of trained personnel exist, to providing financial assistance to 
students entering the paramedical, educational and other professional fields 
as defined and approved by the Commission, and to providing financial assis- 
tance to children of law enforcement officers, firemen, and prison guards who 
are permanently disabled or killed in the line of duty. 

. .  . .  . ' ~ . .  . , r . .. 

. __ ~ ~ ~ __  ~ _ I _ ~  -~_- _- 
L 1 .  This file contains the following d o c m z [ m  numbers and titles, if any, 

and file arrangement). 

This series consists of a copy of the bank deposit slip with supporting documents 
filed in deposit date order. 

ATTACH SAMPLES OF THE FILE 



I . .  r a - , -  ~. 

PlGE 1 
r _I_ _____l_._ _ - ~  .__- L ~.__...I - .- ____ ~ 

QUESTIONNAIRE  PI.?^ a n  ''x,-n. I ,  .~.ICI L. * Y E S , ' '  pie... e z p l . l n  'YES =NO .- 
'I 13. Is t h i s  t he  Record Copy of t h e  se r i e s?  Dtxl ~[ I 

1 4 .  Is there  a duplication o f  t h i s  s e r i e s  i n  another of f ice  o r  agency? [ -;I ' [Xxl 

15. Is the  information contained i n  t h i s  s e r i e s  ever s m a r i z e d  or published? 1 [XXI 

\ 
Attach copy of summary o r  publication. 

16 .  Does the se r i e s  contain. c l a s s i f i e d  informatiog requiring . . .  secur i ty  . .   handling?^ [, 1 Dcxl 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency pol ic ies  &d FrocedureS? r j  pc4 

18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? .Dc4 [ I  
19. I s  the  s e r i e s  (or major port ion of i t )  regular ly  microfilmed? I f  yes ,  why? t 1 * I  

20. Does the record s e r i e s  provide data a s  input t o  an EDP f i l e ?  [ 1 [ X 4  

.. t I txxl 

. .  ,. - . .. . 

3 .  
.. . 

, .  21. Does the  record s e r i e s  contain documentatioh produced as EDP pr in tout?  

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- kA [ 1 
s i t i o n  of  these f i les? Records must be kept 3 years f o r  a possible Federal audi t .  

. .  ~. . 
..  . 

. .  ,. . . 

23. W i l l  there  be a need f o r  these l'ecords 10, 1 5  years' from now? i f  yes', what? [ 1 [Xxl 
, ______I..~~ --..- ~~ ---,I- -- -I -. . . .  . .  

. .  
i :  

. .  . . ,  

i -, . .  
24. REQUIREMENTS'. .  the^ 1~ following requires..the  files^ t o  be k e p t ~  ' 3 d e a r s  : 

a.  []STATE b. ISTATWE OF c .  []AUDIT d.i iF'EDERAL' e.f~ADMINISTRAT~VE f .  [ ]H?GTO3lCAL 
LAW LIMITATION PERIOD L A W  DE C: 1 S T Oi: VC,I.ITil 

(Ci te  Law, S ta tu t e ,  o r  other  reason f o r  t.he r e t e ) : t i  it: r.~,7i:~r:?,-:L.f.t.! 

Records must be kept 3 years for  a possible Federal aud i t .  
__ - -___- _____ 

25. AGENCY E C O M N D A T I O N S .  This agency recommends tha t  the f i l e  s e r i e s  be cut o f f  a t  the end 
of each -[]CALENDAR YEAR -fdFISCAL YEAR -[]OTHER ,then : 

[ X I  Hold i n  the current f i l e s  area ' month(s)/ 1 y e a r ( s ) :  
i x ]  Transfer t o  [ X I  Sta t e  Records Center [ ] Local Holding Area; hold 2 y e a r ( s ) :  
[ X I  Destroy. 
[ ] Transfer t o  S t a t e  Archives ?or permanent re tent ion.  
[ ] Destroy immediately a f t e r  cut-off. 
[ 1 Other:  (Specify) 

The use of Federal money i s  involved In t h i s  f i l e .  The records m s t  be kept for 3 
years f o r  the p o s s i b i l i t y  of  a federal  audi t .  

( Indica te  briefly ra t ionale  for  recornendations above/or wri te  addi t ional  reG&ksl; 

OTHER REQUIRED SIGNATURES DATE 
rature Date' - _  


